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CITY POLICY PURPOSE




DLR Purpose

A workplace where
employees maintaiclear 1 & (as
boundaries between S RN
family, personal, and worl '
relationships leads to an
environment that

A Is fair, equitable, andafe;
A Promotes high employee morale; and
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DY.R  Policy Adoption & Enforcement

A Civil Service Commissiadoptedthe policy
February 62017

A Enforcement begins July 1, 2017



POLICY REVIEW




DLR Policy

Employees may not make, participate in making,
or influence any employment decision involving &
related person

POLICY




Definitions

Employment Decision

thdie Related Person

"HH Direct Supervision

Indirect Supervision




Definitions

Employment Decision
Examples

Hiring, promoting, transferring, or Civil service exam

re-assignment )

Interview panel Assigning work

Administrative investigation or

Performance appraisals discipline

Approving leave Approving reimbursements

Permission to attend a work
related event

Approving overtime or any other
compensated time




DLR Definitions

L, * Related Person |

Consensual romantic relationship
occurring within the last two year:

Familymember




Definitions

One employee is responsible for
the work of anotheremployee

Employee



Definitions

One employee directing the work of another employee
through the organizational structure or chainafmmand

Employee



Applicabllity
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REPORTING & COMPLIANCE




DhR Reporting & Compliance
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Remember, an employee cannot make an employment decisior
about a related person

For example: sitting on an interview panel, administering civil service
exams, conducting investigations and discipline, approving comp time ¢
overtime, approving leave, etc.
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Reporting Is required when supervision is involved so conflicts
related to making employment decisions can be removed

For example: Assigning work, hiring, promoting, transferring, conductin
performance appraisals, approving leave, approving comp time and
overtime, granting permission to attend conferences etc.



Confidentiality

Reporting Is a confidential
process

HR reps will not tell anyone whc
does not need to know




Direct Supervision

Both related persons

reports?
\ /

When to Promptly

report?
\ |

=1=ieleli o) Departmental Personnel Officet
\alenng - or HR Manager

What will

HR do? Remove conflict

\ )




LR Remove Conflict

@II HR remove th@b’?

HRwill work with operational and executive
teams to moveone of the related persons

Ways to remove the conflict could include:

A Give both related personsie opportunityto be
voluntarily reassigned

>\

Reassign the supervistir a different role

>\

Reassign the employde a differentsupervisor

j>\

Transferone of the related persons to a different
positionin same classification



Indirect Supervision

Both related persons

When to Promptly

sl Departmental Personnel Officer or HR Manager
whom?

What will Asse_ss im_plicgtions of |
relationship with operations
a)Remove conflict
OR
b)Formulate management
plan to address
employment decisions

report?
]

HR do?




DL.R Management Plan

Management plans musaddress:

Ensure supervisor does not participate Iin
employment decisions



R Management Plan Decision Tree

Civil Service Commission City and County of San Francisco
Policy on Family and Romantic Relationships at Work Department of Human Resources
Management Plan Decision Tree

Emplayee(s)
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Ways to remove conflict could include:

= Give both related persons the opportunity to be voluntanly
reassigned

#  Reassign supsrviscr 1o a different rols

= Reassign employes o a @ferent supervisor

= Transfer one of the related persons to a different position in sams

Creals & Managament pan
he

Usa the DHR
-| managamant
plan document

Things to consider:
= Can an employes ba reassigned 1o a different

supsrvisor?
& Can an amployes ba reassignadiransfarred ints a
and i u-%;\
i

different positicn in the same classilication?
\\M ik _//; l\:yuuu to implament

I
Whistleblower Unit
Ethics Commission

Other Entity




Management Plan

any additional information about how the reporting structure will be modified, or the reason it does not
modified

the management plan seeks to minimize the impact of the related persons’ reporting relationship on
ployees.

TERMS OF THE MANAGEMENT PLAN

nt may periodically review, revise or revoke the management plan based on operational or other
including but not limited to, changes in department staffing or the related persons’ relationship status.

ent plan does not create a right by either related person to a particular assignment or reporting structure
«changed or revoked by the department without notice.

of the management plan is a violation of the policy itself.

MENT AND APPROVAL

the management plan, understand its terms, and agree to comply with it

the management plan, understand its terms, and agree to comply with it.

Signature Date:

I have received the management plan, understand its terms, and agree to comply with it.

Full Name:

Signature Date




